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Who is my Flexible Spending Account Administrator 
and how do I contact them? 
 

♦ Stanley, Hunt, DuPree & Rhine, Inc. (SHDR). 
♦ A Customer Service Representative can be 

reached Monday – Friday 8:00 a.m. until 6:00 p.m. 
EST at 1-800-768-4873 or 1-800-930-2441. 
 

♦ Web information: www.SHDR.com 
( **A pin number is required**). 

♦ 24 Hours - 7 Days Automated Service 
1-800-413-6706. 
 

♦ Department of Administration,  
Office of Group Insurance: 
(208) 332-1860   1-800-531-0597 

 Email inquiries to: ogi@adm.idaho.gov 
 

Where do I get my pin number? 
 

♦ The pin number is located on the confirmation 
statement you will receive at the beginning  
of your plan year. 

♦ It is also located on your quarterly statements. 
♦ You can request SHDR to send you a pin  

number at anytime. 
 

How do I request reimbursement? 
 

♦  Mail your claim through the postal service to: 
 SHDR Flexible Reimbursement 
 P.O. Box 6400 
 Greenville, S.C. 29606 
 
♦  Fax your claim to: 864-527-0729. 

 
 

How do I obtain a claim form? 
 

♦ You will receive a confirmation packet during the  
first month of the plan year. Included in this 
packet  is an information letter that will confirm 
your election and include your pin number.  
Also included are a claim form and  a direct 
deposit authorization form. Each time a claim 
is processed for you, a claim form will be 
included with your payment.  
 

 
 
 

 
♦ The form is also posted on the Group 

Insurance website at:  
http://adm.idaho.gov/insurance/forms/Idaho_
FSA_Claim_Form.pdf
 
 

How do I receive reimbursement? 
 

♦  A check made payable to you will be sent  
 to your home address. 

♦  Direct Deposit into your savings or checking 
 account (recommended for the fastest  
 reimbursement). 
 

How do I know how much is available 
in my account? 
 

♦ Each time you receive a reimbursement check,  
an Explanation of Benefits (EOB) is attached  
which will show the dollar amount you have  
set aside as well as the amount you have been 
paid to date.  

♦ You may also check your account online  
at: www.SHDR.com. 
 

Do I have to wait for the money to be deposited 
into my account in order to make a claim for 
reimbursement? 
 

♦ The amount you set aside each year for the 
Medical Reimbursement Account is available 
to you at any time throughout the plan year.  

♦ The amount available to you for Dependent  
Care is the amount you have contributed to date. 

 
What kind of documentation is required for my 
expenses? 
 

♦ Provider name and address. 
♦ Patient name. 
♦ Date of service. 
♦ Service rendered and the amount charged. 
♦ Any amounts the insurance may have paid.  

Your EOB will be the best documentation to  
send written on the claim form. 
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Over the counter (OTC) medical treatment 
items are now reimbursable. How do I 
substantiate them? 
 
♦ The receipt must state the OTC name, the 

person who is to use the OTC. If this is not 
on the receipt, it must be clearly written on 
the claim form. 
 

What is an ineligible expense? 
 
♦ Over the counter items such as vitamins and 

dietary supplements. 
♦ Cosmetic products and procedures such as 

teeth whitening. 
♦ Items used for general health, such as 

toothpaste and face creams. 
 

What is an eligible expense? 
 
♦ Expenses for medical care, which include 

amounts for the diagnosis, cure, mitigation, 
treatment, or prevention of disease; or for 
the purpose of affecting any structure or 
function of the body. Examples are office 
visits, dental exams, co-pays, contacts and 
solutions, and OTC items such as Tylenol 
and bandages for existing medical 
conditions. 
 

What is the claim processing schedule? 
 
♦ Claims must be received by 2:00 p.m. 

(EST) on Wednesday. 
Checks are mailed Friday of each week. 

♦ Direct deposits will be in your bank account 
two business days later. 
 

Where can I find information on eligible and 
ineligible expense? 
 
♦  Section 213 of the IRS guidelines for  
    Flexible Spending accounts. The IRS  

     

           Publication 502 can be used, but only as a  
    guideline, as it is intended for preparing  
    income taxes. 

 
When does my plan year end? 
 

♦ June 30. There is grace period to submit 
claims; however, all dates of service must be 
within the plan year begin date of July 1 and 
September 15 of the following year.  
 
All claims must be postmarked on or before 
October 31 for services during the previous 
plan year  
 
What if I have money left over at the  
end of the plan year? 
 

♦ The funds cannot be rolled to the next year. 
 
However, the IRS allows reimbursement  
from the FSA plan for qualified expenses 
incurred up to September 15 following the 
end of the plan year provided there are 
sufficient funds in your account, and those 
funds were set aside prior to June 30.  
The IRS requires the funds to be forfeited 
to your employer if not used. 
 

What happens if I terminate my employment? 
 

♦ You will be able to claim health care and 
daycare expenses that you incurred prior 
to your termination. Please review your 
Employee Group Insurance Handbook for 
any additional rights or benefits provided by 
the State’s plan. 

 
 
 
 
 
 
 
 

For more information contact: 
Stanley, Hunt, DuPree & Rhine, Inc 
1-800-768-4873 or 1-800-930-2441 
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